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SMORANDUM FOR: Chief, 
i-Deputy Director 
Re 


AG 


port of Audic, 


ep 
1 January 1972 - 


REFERENCE . Memo for Chairman, Travel Policy Committe 
dtd 3 Oct 1973, Sama Subject 


The Travel Policy Committee has considered the 
recommendations submitted in subject audit report and 
concluded as follows: 

Recommendation 5.a. Amend Agency travel 
regulations to require that specific justification 
for the use of first class air accommodation, as 
stated in be included on the travel 
order and/or travel voucher. 


oe 5b. Amend Agency travel 
ations to reduire ¢} wet 2 8 as 2 aa 
tons to require the justification for the 
first class air accommodations because of 
raveler's physical condition be approved 
Office of Medical Services. 


Inasmuch as both of the 
recommendations dealt with tra 
poverning the approval of ike 
air accommodations, the 
them in similar context 
these recommenda tions, 
auete need by the fact 

currently limit authority to approve 
clas S$ air accommodations to Denuty Direct r 
or a2 single dosignated senior subordinac 
at Headquarters, or chiefs of stations in the 
field, except when the urgency of the travel 
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OUBJECT: Report of Audit, Ageucy Travel System 
1 January 1972 - 31 “May 1975 


mission requires a traveler to accept Fi Pse 
class cn an “only space availab7a" basis, or 
when a traveler enroute encounters civcumstances 
beyond his control which necessitate the use 

of first class on an “only space ayailable" 
basis. The Committee noted that, in cases 


involving these exceptions, authorizing 

officers and/or traveters ave presently re- 
quired to Specifically state these circunstances 
as being applicable on travel orders or travel 
vouchers, thus providing substantial compliance 
with the audit recommendations. The Conmittee 
noted that all other criteria for approval 

of first class air accommodations (i.e., 
inadequate standards of Sanitation, health, 

or comfort; mission requirements; and the 
physical condition of the traveler) are 
judgmental in application. Thus it appeared 

to the Committee that the Agency requirement 
that this judgment be exercised at the highest 
level provides a degree of control not anticipated 
in Federal Travel Regulations, which permit 

such judgment to be exercised by any authorizing 
officer, For this reason tha Committee concluded 
that amendment of Agency travel regulations as 
recommended would not enhance controls over 

the use of first class air travel, 


Recommendation 7. Amend Agency travel regulations 
to require that the travel order or travel voucher 
related to an extended period of TDY provide for a 
reduction of the rate of per diem after the first 
two months or contain a statement by the authorizing 
officer explaining way a reduction is not considered 
appropriate. 


The Committee, in considering this . 
recommendation, noted that the sane regulation 
had been amended in October 1979 to remove a 
provision, similar to that now recommended 
by Audit Staff, for mandatory reduction of 
per diem during periods of extended TDY, 
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Report of Audit, Avoncy 
January 1972 - 31 © 


The reasoniny attencant 
revision was that 
Foreign Service, 

Defense travel res 

any automatic per diex 
scale techniques, and er 
the authorizing officer 
informed discretion in ‘deter 
per diem rates for prolonsec 

~The Committee believed that 
remained valid, and that the pr 
is more equitable in that pe 

be tailored by the authorizing 
the particular travel assisnment 
and automatic and ig dauat unjust ified per 
dicm reductions are thus avoided. es on 
the foregoing, the Gon bees proposed n 
action on this recommendation. 
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16 April 74 


Mr. - 7 


I agree with the Travel Policy Committee 
(and the Director of Finance). Recommendations 
of the Audit Staff would be more restrictive than 
intended by Government travel policy. 


Recommend you initial the memo and send it 


[ ¢ 


forward. 


s 


Att: DDM§S 74-1323 
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ot iar ae aaa) 6 aia Attached is my reply to 
the recent Audit Staff 
report concerning travel 
policy which I mentioned 
briefly to you. 


If you are in agreement 
with my reply, you may wish 


to express a DDM&S position 
to the TA 
DDM representative on 


the Travel Policy Com- 
mittee. A copy of the reply} 
is attached for his use. 
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Para ie 7 


We believe the present regulatory. requirement for 
establishment of per diem for extended TDY should 

remain unchanged. It was intitiated on 18 November 

1970 as a result of careful study by the Travel — 

Policy Committee to avoid the inequities which had .- 
resulted from application of the predecessor require-. 
ment for an automatic reduction of per diem after | 

60 days without specific high level authorization to 
continue at a higher rate (Deputy Director or Director 

of Training with respect to assignments under an 
approved training program). The present regulation ‘is 
analogous in principle to the general caveat on 
authorizing officials to establish an appropriate per 
diem rate within maximums authorized for any trip . 
giving consideration to the probable expenses to be 
incurred. We would submit that in the circumstance aes: 
of the average extended TDY, usually overseas, the types 5 
and costs of facilities available to the traveler are 
well known in advance of the travel and that there is 
nothing especially significant about 60 days in this 
context. We believe the suggested requirement for ~ 
appending an explanation to a voucher explaining why 
there was no reduction in per diem after 60 days would 
benefit no one and would result in bureaucratic boiler- 
plate language which would serve. no useful purpose... 


Para. 8 


be 


res for the. | 
account- nee 
Requests 
could 


We have reexamined the existing p 
maintenance of manual records refi 
ability for unused Government Tran 
(GTR's). We have concluded present co 
be strengthened by establishing an independ 
control in the Office of the Chief, Certi 
and Liaison Divison over GTR's received 
General Services Administration and furni 
Central Travel Branch. This will assure 
record of accountability is in fact estab 
all GTR's provided by Central Travel Bran 
there would be no added element of contro 
the audit recommendation of making 
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rived by ontral | Branch nad issued 
Travel Branch, ; iad of fact, 
_peasinie with i le eneret ledger 
h ntability of - 
( Con ral. ry y ‘sg on hand and the 
accountab4 Cont nents. oF sndividuals For. 
pe: n t yet used 
ae aeet nab lished with the. 
ained on a cast 


(signed) Thomas B. Yale 


Phomas B. Yale 
Birector of Finance 
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MEMORANDUM FOR: Director of Finance 
Chairman, Travel Policy Committee 
SUBJECT Report of Audit, Agency Travel Systen, 
1 January 1972 ~ 31 May 1973 


1. Attached is subject report. Pléase inform the 
Chief, Audit Staff of the action taken on the recommendations. ° 
contained in paragraphs 5, 7, and 8. 


2. For your information the General Accounting Orifice 
has reported at least two Federal agencies for the lack of 
Justification or explanation of the use of first-class travel 
on travel vouchers. These agencies are subject to the same’ 
Federal Travel Regulations with respect to first-class travel. 

S 


£ 
as are incorporated inf in our opinion Agency pro- 


bX1 : : Nes 
cedures should be strengt ened to insure compliance with HR 

DX 1 cetera cee (1 requires compliance with 
fMat Provisions of statutes for the expenditure of govern- 


ment funds. 


3. This report has been discussed with the addressees, 
We are available to discuss the recommendations made to the 
Travel Policy Committee with its representatives at any time. 


4. We appreciate the assistance provided our. represen- 
tatives during the audit. 


SDZOP - 
- C/TPC 
- DOM%S 
- DIMAS (D/PPS) 
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This report presents the findings de- 
veloped from an audit undertaken pur- 
suant to Audit Staff responsibilities 
and authorities set forth in organiza- 
tion regulations. Unless otherwise in- 
dicated in the report, the audit in- 
cluded review and appraisal of internal 
controls and procedures and such 
other audit processes, test checks and 
-verification of accounts, assets and 
transactions as were considered ap- 
propriate and consistent with generally 
accepted audit standards in the cir- 
cumstances. 


The objectives of the audit were to 
determine for management whether 


(1) Adequate controls and pro- 
cedures have been established 
and are being applied effec- 
tively to safeguard organiza- 
tion resources and assure 
that resources are used only 
for approved and legal pur- 
poses, and 


Activities are being con- 
ducted economically, effi- 
ciently and in conformance 
with policy determinations 
and directives. 


For the perica: 


From 1 Januar 1972. 
Through 1 May 1973. a 


This report consists of _____ 4 page{s) : 
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REPORT OF AUDIT 
Agency Travel System 


For the Period 
1 January 1972 - 31 May 1973 


GENERAL 


1. The Central Travel Branch (CTB), Certification and 
Liaison Division, Office of Finance is the central point 
where travel claims and related expenses are uniformly re- 
viewed and processed for all staff and contract employees. 
Commuted travel expenses and agent travel claims are reviewed 
and processed by the traveler's component. Effective 1 August 
1973 the Agency instituted commuted travel rates for travel 
from the field to Headquarters, ‘Previously commuted rates 
covered only travel from Headquarters to the field. Travel, 
claims for DDS&T components OSA, OD&E, OEL, and SPS are re- 
viewed and processed by OSA. These components are the subject 
of separate reports of audit. 


AUDIT OBSERVATIONS AND RECOMMENDATIONS 


3. Travel vouchers processed by CIB were reviewed on 
a random test basis to determine uniform compliance with the 
policies, procedures, and controls applicable to Agency 
travel. CTB is generally effective in performing its function: 
however, Agency administrative procedures which govern the use 
of first-class air accommodations and the rate of per diem for 
extended temporary duty (TDY) need to be Strengthened. Also, 
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there is no general ledger control account for Government 
Transportation Requests (GTR's) on hand. Minor observations 
were discussed with officials concerned and satisfactorily 
resolved during the audit. Our recommendations for the 
Agency Travel Policy Committee and the Office of Finance 

are discussed below. 


First-Class Air Accommodations 
FSS Re Tv ass Air Accommodations 


4. In many instances the necessity for the use of first- 
_Class air accommodations was not adequately justified on either 
the travel order or travel voucher. nd Federal 
Travel Regulations allow for the use of irst-class air ac- 
commodations under certain circumstances; however, if an ad- 
equate explanation of the circumstances necessitating the use. 
_of first-class air accommodations is not included on the 

travel order and/or travel voucher, certifying officers and 
auditors are precluded from effectively reviewing the voucher. 
In this connection[_ |requires that financial trans- 
actions be documented in a manner which will satisfy ceriLityang 
officers and generally accepted accounting practices. 


5. In several instances first-class accommodations were 
authorized because of the ‘physical condition of the traveler, 
but there was no evidence of coordination with the Office of 
Medical Services (OMS). These authorizations should be ap- 
proved by OMS. 


tions for the Agency Travel Policy Committee 


a- Amend Agency travel regulations to require 
that specific justification for the use of first-class 
air accommodations, as stated in be in- 
cluded on the travel order and/or travel voucher. 


b. Amend Agency travel regulations to require 
that justification for the use of first-class acs 
commodations because of the traveler's physical 
condition be approved by OMS, 
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c. Reenphasize to the appropriate of 
need for compliance with regulations conc 
justification and approval of first-class 
modations. 


Rates of Per Diem for Extended 
Se te ae eae ee RR 
Foreign TDY 


6. In connection with a travel order for an extended 
period of TDY, Agency regulation requires the 
authorizing official to consider whether circumstances war- 
rant a reduction in the rate of per diem after a two month 
Stay at a TDY location. Federal Travel Regulations, from 
which our regulation is derived, state that per diem rates 
Should be reduced when employees incur lower costs due to 
extended periods of TDY. 


7. CITB officials indicated there have been very few 


instances of reductions in per diem for extended periods of 
foreign TDY in the past-year. Our review of 34 travel vouchers 
for extended periods of foreign TDY disclosed only one instance 
of a reduction in the rate of per diem and in only two instances 
was there an indication that a reduction in the rate of per diem 
was considered. The lack of explanation on the remaining 31 
vouchers precluded an effective review by either the certifying 
officer or the auditor. 


Recommendation for the Agency Travel Policy Committee 


Amend Agency travel regulations to reguire that the 
- travel order or travel voucher related to an extended 
period of TDY provide for a reduction of the rate of 
per diem after the first two months or contdaii 2 States 
ment by the authorizing official explaining why a re- 
duction is not considered appropriate. 


Administrative Control of GTR's 


“" 8. CYLB is responsible for the administrative control 
and Safckeeping of GIR's issued to the Agency. Manual records 
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maintained by CIB indicate that they are currently accountable 
for 2,920 GIR's, of which 2,435 are on hand and 485 have been 
issued to other Agency components. These manual records are 
the only Agency control of GTR's. Current procedures do not 
provide that. receipts and issues of GTR's be processed through 
the Agency's formal system of accounts; therefore, the pro- 
priety of the manual records cannot be readily determined, 


Recommendation for the Office of Finance 
ee ee ton for the Ortice of Finance 


Establish a general ledger control account for. 
GTR's similar to that provided for Accounts 7309 and 
7310, Travelers' and Bank Cashiers! Checks Held on 
Consignment. This would provide effective control 
of the GTIR's within the Agency's accounting system. 
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MEMORANDUM FOR: Director of Finance 
Chairman, Travel Policy Committee 


SUBJECT : Report of Audit, Agency Travei Systen, 
it January 1972 ~ 31 May 1973 


1. Attached is subject report. Please inform the 
Chief, Audit Staff of the action taken on the recommendations 
contained in paragraphs 5, 7, and 8. 


2- For your information the General Accounting Office 
has reported at least two Federal agencies for the lack of 
justification or explanation of the use of first-class travel 
on travel vouchers. These agencies are subject to the same 
Pederal Travel Regulations with respect to first-class travel 
aS are incorporated in —aee In our opinion Agency pro- 


cedures should be strengthened to insure compliance with HR 
Ie requires compliance with 
normal provisions of statutes for the expenditure of govern- 
ment funds. 


3. This report has been discussed with the addressees. 
We are available to discuss the recommendations made to the 
Travel Policy Committee with its representatives at any time. 


4. We appreciate the assistance provided our represen- 
tatives during the audit. 


Chief, /Audit Starr 
Orig & 1 - D/OF é 

C/TPC 

DDMES 

DDM&S (D/PPB) 
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AUDIT STAFF 


This report presents the findings de- 
veloped from an audit undertaken pur- 
suant to Audit Staff responsibilities 
and authorities set forth in organiza- 
tion regulations. Unless otherwise in- 
dicated in the report, the audit in- 
cluded review and appraisal of internal 
controls and procedures and such 
other audit processes, test checks and 
verification of accounts, assets and f For the period: 
transactions as were considered ap- 


propriate and consistent with generally From 1 January 1972 
accepted audit standards in the cir- A 
cumstances. Through 31 May 1973 


The objectives of the audit were to 
determine for management whether 


(1) Adequate controls and pro- 
cedures have been established 
and are being applied effec- 
tively to safeguard organiza- 
tion resources and assure 
that resources are used only 
for approved and legal pur- 
poses, and 


Activities are being con- 

ducted economically, effi- 

ciently and in conformance 

with policy determinations 

and directives. This report consists of ____* - page(s). 
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REPORT OF AUDIT 
Agency Travel System 


Por the Period 
1 January 1972 ~ 31 May 1973 


GENERAL 


1. The Central Travel Branch (CTB), Certification and 
Liaison Division, Office of Finance is the central point 
where travel claims and related expenses are uniformly re- 
viewed and processed for all staff and contract employees. 
Commuted travel expenses and agent travel claims are reviewed 
and processed by the traveler's component. Effective 1 August 
1973 the Agency instituted commuted travel rates for travel 
from the field to Headquarters; previously, commuted rates 
covered only travel from Headquarters to the field. Travel 
claims for DDS&T components OSA, OD&E, OEL, and SPS are re- 
viewed and processed by OSA. These components are the subject 
of separate reports of audit. 


AUDIT OBSERVATIONS AND RECOMMENDATIONS 


3. Travel vouchers processed by CTB were reviewed on 
a random test basis to determine uniform compliance with the 
policies, procedures, and controls, applicable to Agency 
travel. CTB is generally effective in performing its function; 
however, Agency administrative procedures which govern the use 
of first-class air accommodations and the rate of per diem for 
extended temporary duty (TDY) need to be strengthened. Also, 
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there iS no general ledger control account for Government 
Transportation Requests (GTR's) on hand. Minor observations 
were discussed with officials concerned and satisfactorily 
resolved during the audit. Our recommendations for the 
Agency Travel Policy Committee and the Office of Finance 

are discussed and enumerated below. 


irst-Class Air Accommodations 


4. In many instances the necessity for the use of first- 
Class air accommodations was not adequately justified on either 
the travel order or travel voucher. [and Federal 
Travel Regulations allow for the use of first-class air ac- 
commodations under certain circumstances; however, if an ad- 
equate explanation of the circumstances necessitating the use 
of first-class air accommodations is not included on the 
travel order and/or travel voucher, certifying officers and | 
auditors are precluded from effectively reviewing the voucher. 
In this connection requires that financial trans- 
actions be documented in a manner which will satisfy certifying 
officers and generally accepted accounting practices. 


5S. In several instances first-class accommodations were 
authorized because of the physical condition of the traveler, 
but there was no evidence of coordination with the Office of 
Medical Services (OMS). These authorizations should be ap- 
proved by OMS. 


ecommendations for the Agency Travel Policy Committee 


ae Amend Agency travel regulations to require 
that specific justification for the use of first-class 
air accommodations, as stated in [bbe ne 
cluded on the travel order and/or travel voucher. 


b. Amend Agency travel regulations to require 
that justification for the use of. first-ciass ac- 
commodations because of the traveler's physical 
condition be approved by OMS. 


Approved For Relea 


se 2003/04/29 : CIA-RDP84-00780R006200110002-2 


Approved For Release 2003/04/29 : CIA-RDP84-00780R006200110002-2. 


oi WEE 


c. Reemphasize to the appropriate officials the 
need for compliance with regulations concerning the 
justification and approval of first-class air accom- 
modations. 


Rates of Per Diem for Extended 
Foreign TDY 


6. In connection with a travel order for an extended 
period of TDY, Agency regulation requires the 
authorizing official to consider whether circumstances war- 
rant a reduction in the rate of per diem after a two month 
stay at a TDY location. Federal Travel Regulations, from 
which our regulation is derived, state that per diem rates 
should be reduced when employees incur lower costs due to 
extended periods of TDY. 


7. CIB officials indicated there have been very few 
instances of reductions in per diem for extended periods of 
foreign TDY in the past-year. Our review of 34 travel vouchers 
for extended periods of foreign TDY disclosed only one instance 
of a reduction in the rate of per diem and in only two instances 
was there an indication that a reduction in the rate of per diem 
was considered. The lack of explanation on the remaining 31 
vouchers precluded an effective review by either the certifying 
officer or the auditor. 


Recommendation for the Agency Travel Policy Committee 


Amend Agency travel regulations to require that the 
travel order or travel voucher related to an extended 
period of TDY provide for a reduction of the rate of 
per diem after the first two months or contain a state- 
ment by the authorizing official explaining why a re- 
duction is not considered appropriate. 


Administrative Control of GTR's 


8. CIB is responsible for the administrative control 
and safekeeping of GTR's issued to the Agency. Manual records 
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maintained by CITB indicate that they are currently accountable 
for 2,920 GTR's, of which 2,435 are on hand and 485 have been 
issued to other Agency components. These manual records are 
the only Agency control of GIR's. Current procedures do not 
provide that, receipts and issues of GTIR's be processed through 
the Agency's formal system of accounts; therefore, the pro- 
priety of the manual records cannot be readily determined. 


Recommendation for the Office of Finance 


Establish a general ledger control account for 
CTR's similar to that provided for Accounts 7309 and 
7310, Travelers' and Bank Cashiers' Checks Held on 


Consignment. This would provide effective control 
of the GIR's within the Agency's accounting system. 
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